U.S. Department of Education
Office of Postsecondary Education

National Committee on Foreign Medical
Education and Accreditation (NCFMEA)
On-line Submission Process

User Guide

January 2015

Computer Business Methods, Inc.

7518-M Fullerton Rd
Springdfield, Virginia 22153
703-846-8233



TABLE OF CONTENTS

1.1
1.2
1.3

2.1
2.2
23
24
2.5
2.6
2.7
2.7
2.8

3.1
3.2

INTRODUCTION

ACCESS AND LOGIN

Accessing the System

First Time Users

Login Confirmation

H W WO DN

ENTER YOUR APPLICATION

Instructions Screen

Step 1 - Contact Information

Step 2 — Respond to Questions

Step 3 — Upload Supporting Documentation

Step 4 - Table of Contents

© N o a o

Historical Information

Review and Submit Screen

Display Application

After Submission

ENTER YOUR RESPONSE

Resubmit Instructions

Resubmit Step 2

10
10
11
12
12

13
13
14



1 Introduction

The purpose of the National Committee on Foreign Medical Education and Accreditation
(NCFMEA) is to review the standards used by foreign countries to accredit medical schools and
determine whether those standards are comparable to standards used to accredit medical schools
in the United States. The NCFMEA does not review or accredit individual foreign medical schools.
The NCFMEA only reviews the standards that a foreign country uses to accredit its medical
schools. The request by a foreign country for review by the NCFMEA is voluntary.

When a country contacts the U.S. Department of Education (Department) and asks to have its
accreditation standards reviewed, the Department requests that the country answer questions
regarding its accreditation standards and processes and also provide supporting documents (e.g.,
copies of statute and regulations, standards, etc.). The questions are designed to solicit
information pertinent to the NCFMEA Guidelines for the committee's evaluation of a foreign
country's standards

Additional information concerning NCFMEA applications is available in the NCFMEA Guidelines.

2 Access and Login

Prior to accessing the system, in preparation for using the online submission process, you should:

e Review the questions in the Guidelines and consider your response to each.

e Have English translations of the documents that you wish to upload to support your
responses to the questions available. We encourage you to separate large files into smaller
ones, so they will upload more quickly. The files uploaded are limited to a size of 150 MB.

e All supporting documents must be Adobe PDF files format ("PDF” extension).

e Be prepared to verify your country’s contact information and to update it, if necessary.
Contact Department staff to obtain your User ID and initial password at (202) 219-7011 or
ASLrecordsmanager@ed.gov. For security reasons, the system requires that you change the
password the first time you access the site. Please note the new password you select, as it will be

required for future access to the site.

If you need help while using the system, you can click the ‘Contact Us’ link to contact the help desk.




1.1 Accessing the System

1. Open your Web browser:

2. Enter the URL http://opeweb.ed.gov/NCFMEA in the address box of the browser. The Login
screen will display as below.

3. Enter your User Name and Password and click the Login button to log in to the system.
4. Please note that the password is case-sensitive.

5. If you have forgotten your password, click Forgot password? to have it emailed to you.

U.S. Dapa # Educati
National Comimittee on Foreign Medical Education and Accreditation (NCFMEA) Prom cmm‘“:‘mn al e <u.( m-T- r
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| OPE Home | ASL Home | NACIQI | NCFMEA | User Guide |

Access to Public Documents National Advisery Committee on Institutional Quality and Integrity (NACIQI

Public Documents

Members of the public may view copies ofthe final staff reports of accrediting
agencies and countries. The reports are organized by committee (NACIQ! and
NGFMEA) and meeting date

Accrediting agencies desiring to be recognized by the Secretary of Education must apply for recognition by demaonstrating their compliance with the
Criteria for Secretatial Recognition. An agency's application for recognition consists of a narrative addressing the agency's compliance with each of the
subparts of the criteria for recognition and evidence of the agency's compliance with each of the criteria for recognition by appending supporting
documentation

MACIQI G
Login to Access the System
National Committee on Foreign Medical Education and Accreditation (NCFMEA}
User Name:
The purpose of the MCFMEA is to review the standards used by fareign counfries to accredit medical schools and determine whether those standards
are comparable to standards used ta accredit medical schools in the United States. The NCFMEA does not review or accreditindividual foreign medical
Password: gchools. The NCFMEA only reviews the standards that a foreign country uses to accreditits medical schools. The request by a foreign country for review

l— by the NCFMEA is waluntary.

This website enables a foreign country to answer the guestions frorn the Departrment of Education regarding its accreditation standards and processes
and also provide supporting documentation electronically (e.0., copies of statute and regulations, standards, etc.). The guestions are designed to solicit
information pertinent ta the guidelines deweloped by the NCFMEA for its evaluation of a foreign country's standards.

Forgot password? NCFMEA Guidelines

This website enables agencies to identify, categorize and submit their Fereign Veterinary Accrediting Agency

accreditation-related narratives and supporting documentation electronically.
For assistance accessing or using this site, please Contactthe Help Desk, Ifyou The U.5. Department of Education is charged with determining whether a foreign accrediting agency or is tothe Secretary of

have questions regarding the recognition criteria or review process, please Edunat\n\;’v inrthe pgmndsle offeraluatingvstarnarybrootains
Foreign Veterinary Guidelines
contact Karen Duke at (202) 219-7067 or call (202) 219-7011. ==

OMB #1840-0768 Expiration Date 126312015 | NACIQI and NCFMEA Committee Members

1.2 First Time Users

The Department will provide you with a User ID and an initial password. All first-time users are
required to change their passwords. After you login to the system for the first time, the First Time
Users screen will display.
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First Time Login

You are required to change your password the first time you log into the system. After you change your password. you will need to login with your new password. The password must be at least eight
characters but no longer than twelve characters and must include at least one character from each of the following:

« Uppercase letter (A-7)

e Lowercase letters (a-z)

« Numbers (0-9)

« Mon-alphanumeric special characters (e.g.. I @. #.5.8.7)

* Required
Username NCFMEAID

Current Password: * I
Mew Password: * I
Verify Password: * I

This information will be used to verify your identity in the "Forgot Password"” feature. The password will be sent
to the email address entered below.

Email Address: *

I
First Name:* I
I

Submit | Reset

Last Name: *

Enter your current and new passwords, email, and name.

2. The new password you enter must have at least one uppercase letter, one lowercase letter,
one number, and one non-alphanumeric character.

Click the Submit button.
The Login screen will redisplay.
5. Re-login using your new password.

1.3 Login Confirmation

After you log into the system, the Login Confirmation screen will display. Select the meeting date
from the dropdown and click the Continue button.

-
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| OPE Home Page | NCFMEA Home Page | HNCFMEA Guidelines | User Guide | Log Out

Agency Confirmation

Please verify the information displayed below. e

If this is your country's information, select a meeting date from the dropdown.

10: ALBANIA

Name Albania Medical C
Mahu Dobi, Albania

Meeting Date Select one: x
Continue




2 Enter Your Application

2.1 Instructions Screen

After you select the meeting date on the Login Confirmation screen, the Instructions screen will
display. The process of entering your application has been divided into four steps. Each step may be
accessed by either clicking on the corresponding link at the top of each page or on the Instructions
screen.

National Committee on Foreign Medical Education and Accreditation (MCFMEA)

tment of Education /
ational excellence for all Americans _
A

Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Step 4 | Revi & Submit | Change Password | Help Desk | Log Out |
izl Instructions
OPE ED Home
NCFMEA Home Page This website is used to submit an application. It is divided into steps that guide you through the process.
NCFMEA Guidelines Type of Submission: Redetermination
User Guide .
Step 1 Review and update your country’s contact information
Step 2 Enter a narrative response to answer the questions in each section. Marratives must be entered in English.

After you save your responses. you may return to this screen and edit them.

Step 3 Upload English translations of supporting documents to verify each response you entered to the questions in the guidelines
in Step 2 and to demonstrate application of the process or procedure, as appropriate. The files must be Adobe PDF (.pdf
extension) files.

Step 4 View the Table of Contents which lists the questions which have been answered and the supporting documentation which has
been uploaded

Review and Submit Submit your application for review by the NCFMEA
After you have entered all of your responses to the questions and uploaded all supporting documents, you must use this page
to submit your application to the Department of Education
Onece you submit your application, you cannot make any updates to it
The review of your application will not be started until after you submit it on this screen

Historical information Wiew historical information on your country such as decisions or transcripts from previous committee meetings.

Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Step 4 | Review & Submit | Change Password | Help Desk | Log Out |

The following links appear in the blue box on the left side of the screen. When you click a link, the
requested page will display in a new browser window.

e OPE ED Home — Displays the Office of Postsecondary Education (OPE) home page on the
ed.gov web site.

e NCFMEA Home Page — Displays the NCFMEA home page on the ed.gov web site.

e NCFMEA Guidelines —Displays the NCFMEA Guidelines for requesting a comparability
determination in PDF format.

e User Guide — Displays this document.

The following sections explain each of the screens which you can access from the Instructions
screen.




2.2 Step 1 - Contact Information

Step 1 allows you to review and update your contact information. The Department will use this
information to contact your country regarding your submission.

National Committee on Foreign Medical Education and Accreditation (NCFMEA) rJ,s,.Dc'Hm.noT'MF"“‘:?“?H far all A .ﬂ
|

Meeting Date: 03/2010 | Instructions | Step 1 | Step 2 | Step 3 | Step 4 | Review & Submit | Change Password | Help Desk | Log Out |

Other Links Step 1 - Contact Information
OPE ED Home

NCFMEA Home Page

NCEMEA Guidelines Identifier: ALBANIA

: Albania Medical
User Guide Nemie; £

Please update your contact information. * Required
1. Point of Contact (POC) for the Content of the Submission
Prefix: | Select one: o
First Name: *
Middle Initial: |
Last Name: *
Telephone Mumber: * | | ext. |

Email- *

2. Government Agency:
Primary Contact’s Information:
Prefix: | Select one: (¥|
First Name: *

Middle Initial-

Last Mame: * |Doe

o Verify that the Department has current contact information.
e All fields marked with a red * are required.
e Enter any necessary changes and click the Save button.

¢ A confirmation email will be sent to the Point of Contact email address on this screen when
you submit your application.




2.3 Step 2 - Respond to Questions

Enter your responses to the questions in English in the text boxes and click the “Save” button after
you have finished. Please enter plain text only in the text boxes. Do not use formatting features, such
as tables, bold, or underlining. The text box provided for each response may accommodate a
maximum of 7,500 characters. A counter is located on the left hand corner below each text box that
tracks the number of characters remaining. A spell check feature is located on the right hand corner
below each text box for use once the information is entered.

Be sure to reference each supporting document’s name, page number, and paragraph number within
the narrative response and explain what point(s) the document supports. Name each supporting
document in two parts: in sequential order and using a name that describes the document, e.g.,
Exhibit 1 — Policy and Procedure Manual. We suggest that you keep a running list of the supporting
documents you plan to upload on a scratch paper as you enter the responses to help manage them
and prepare for Step 3, which allows you to upload supporting documents referenced in your
narrative.

-

. . . . . - U.S. Department of Educat
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Meeting Date: 03/2010 | Instructions | Step1 | Step2 | Step 3 | Step 4 | Review & Submit | Change Password | Help Desk | Log Out |

Part 1: Entity Responsible for the Accreditation/Approval | Part 1: Entity Responsible for the Accreditation/Approval of Medical Schools
of Medical Schools
Section 1: Approval of Medical Schools (2 of 2 answered) Enter your respanses in English in the text boxes below and click the “Save™ button after you have finished. Please enter plain text anly in the
text boxes. Do not use formatting features, such as tables. bold, or underlining. The text box provided for each response may accommodate a
maximum of 7,500 characters. A counter is located on the left hand cormer below each text box that tracks the number of characters remaining.

A spell check feature is located on the right hand corner below each text box for use once the information is entered.

Section 2: Accreditation of Medical Schools (1 of 1 answer=d)
Part 2: Accreditation/Approval Standards

Section 1- Mission and Objectives (2 of 2 snswered)

Section 2: Governance (2 of 2 answesed) Be sure to reference each supporting document's name, page number, and paragraph number within the narrative response and explain what
Section 3 Administration (7 of 7 snswersd) point(s) the document supports. Name each supporting decument in two parts: in sequential order and using a name that describes the

o P O W e e L, : document, e.g., Exhibit 1 — Policy and Procedure Manual. We suggest that you keep a running list of the supporting documents you plan to
SRl Bl g AP R s upload on a scratch paper as you enter the responses to help manage them and prepare for Step 3. which allows you to upload supporting
Section &: Medical Students (12 of 12 answered) documents referenced in your narrative.

Section 6: Resources for the Educational Pragram 10 of 10

answered)

Identifier: ALBANIA

Part 3: Accreditation/Approval Processes and Procedures lf Agency Name: Albania Medical C

Section 1: Site Visit (2 of 2 answered)

Section 2: Qualifications of Evaluators, Decision-makers
Policy-makers {1 of 1 answered)

Section 3: Re-evaluation and Monitoring (2 of 2 answered)

Section 4: Substantive Change (1 of 1 answered) Section 2: Accreditation of Medical Schools

Section 5: Conflicts of Interest. Inconsistent Application of
Standards (2 of 2 snswered)

Section 6: Accrediting/Approval Decisions (3 of 2 answered)
NCFMEA Guidelines

{a) There should be one or more clearly designated entities responsible for luating the quality of medical education in your country, and those bodies should have clear authority to accredit

the operation of medical schools in your country that offer ed | programs leading to the M.D. (or equivalent) degree.

1. In your country, are there one or more entities that conduct in-depth evaluations of each medical school in order to confirm the school's compliance with a defined set of standards for operation? If so, what is the
name of each entity and to whom does each entity report?

Response in English:




2

I 7500 characters remaining
Save

e You must click the Save button on each page to save your responses. You are not required to
answer all of the questions on the page before you save your responses. You may return to
any of the pages in Step 2 and edit the answers you have given.

e For Determination and Redeterminations, the screens in Step 2 have been divided into three
parts to correspond with the Guidelines. Each part has a separate screen for each section.
There is a separate textbox for each question.

e For Reports, there is a separate textbox for each item requested.

e Click on a Part link in the blue box in the upper left corner of the screen to access the
questions in that part. Click on a Section number link in the upper right corner of the screen to
access the questions in that section.

e Text boxes for responses are limited to 7,500 characters and spaces. A counter is provided to
track the number of characters remaining.

e A spell checker has been provided for your convenience. To perform a spell check after you
enter your response, click the ™" button below the text box. A spell checker window will pop
up with a list of any spelling errors. You will have the option to change or ignore any spelling
errors.

e English translations of documents in PDF format which you reference in your answers must be
uploaded as part of your application. You will do this on the Step 3 screen (see the next
section.)




2.4 Step 3 — Upload Supporting Documentation

You may upload as many documents as you wish to support the answers to the questions you
entered in Step 2. You must provide English translations of all documents. All documents uploaded
must be Adobe PDF format. Name each supporting document in two parts: in sequential order and
using a name that describes the document, e.g., Exhibit 1 — Policy and Procedure Manual. Each
document should only be uploaded once. A document can link to more than one question.

. ; 5 . . it U.S. Depe f Educa
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Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Step 4 | Review & Submit | Change Password | Help Desk | Log Out |

Other Links Step 3 - Upload additional documentation to support narratives.

OPE ED Home
Follow the steps below to upload supporting documentation. English translations must be provided for all documents. The application will not be evaluated if all
NCEMEA Home Page responses and supparting documents are not submitted in English

NCFMEA Guidelines
User Guide 1

. Select the questions which the document supports. If a document supports more than one question, you should only upload it once.
Press the Ctrl key and click to select more than one question.

Part 1, Section 1: Approval of Medical Schools i]
Part 1, Section 1: Approval of Medical Schools, Question 1

Part 1, Section 1: Approval of Medical Schools, Question 2

Part 1, Section 1: Approval of Medical Schools, Question 3

Part 1, Section 2: Accreditation of Medical Schools

Part 2, Section 1: Mission and Objectives =l

2. Enter the title of the file in English as it is referenced in the narrative (e.g. Exhibit 1 Accreditation Handbook).

3. Click the "Browse. " button and select the file. All files uploaded must be in Adobe PDF format.

Click here to scosss the Adobe Acrobst web site
Browse...

Note: The file size is limited to 150MB. Larger files should be split into two files and uploaded separstely

Note for MAC Users: The following charscters are not sllowed in file names /1 * 7" < > | Flease remove these characters from your file neme before you attemnpt to upload it

4. Upload the file - Click on the button below to initiate the upload. After a successful upload. scroll down to the "List of Document Uploaded" table below to edit or
delete the file.

Upload English Translation of File

| List of Documents - 1 document uploaded
‘ Document Title File Name Exhibit Comments ‘ Questions Linked ‘ Link More Questions ‘ DDEIE‘E
ocument
Accreditation A Sample =] |Part 3. Section 6 Part 1, Section 1: Approval of Medical Schools i’ Delete |
Handbook PDF.pdf Part 2, Section _1 Part 1, Section 1: Approval of Medical Schools, Question 1
iz Part 2, Subsection 4.2, Part 1, Section 1: Approval of Medical Schools, Question 2 ;I
Question 3 .
Save Comments | Link More |
Remave Last Questionl
Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Stepd | Review & Submit | Change Password | Help Desk | Log Qut |

For each document you wish to upload:

1. Select one or more questions which the document supports. To select multiple questions,
press the Ctrl key while clicking on the appropriate question.

Enter a title for the document.

Click the Browse... button and select the file from your desktop.
Click the Upload File button.

The Step 3 screen will redisplay with a list of uploaded documents.

o & 0D

Once you have uploaded a file, you may perform any of the following actions on it:




e Enter Exhibit Comments — If you would like to enter a comment about a document, enter the
comment in the Exhibit Comments field and click the Save Comments button.

¢ Remove the Last Question Linked — To remove a question linked to the document, click the
Remove Last Question button.

¢ Link More Questions — To link additional questions to a document, click on the question in
the Link More Questions column and click the Link More button.

e Delete the Document — To delete a document from the system, click the Delete button. Click
the OK button on the delete confirmation pop-up.

2.5 Step 4 - Table of Contents

The Table of Contents is automatically generated based on your input. The link on each question will
take you to the response entry in Step 2. All of the documents you uploaded in Step 3 will be listed
here with a link to display the document.

National Committee on Foreign Medical Education and Accreditation (NCFMEA) HS,D ‘, Sy of Eduf“m" for ol - ,//
- |
Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Step 4 | Review & Submit | Change P d | Help Desk| Log QOut |

Other Links Table of Contents
OPE ED Home
NCEMEA Home Page A table of contents has been generated from the data entered by the country.

NCFMEA Guidelines

PART 1: ENTITY RESPONSIBLE FOR THE ACCREDITATION/APPROVAL OF MEDICAL SCHOOLS

Section 1. Approval of Medical Schools. Question 1
Section 1: Approval of Medical Schools. Question 2
Section 1- Approval of Medical Schools. Question 3

Section 2- Accreditation of Medical Schools

User Guide

LIST OF EXHIBITS

Question File Title File Name
Part 1. Section 1, Question 1 Test test_asl pdf
Meeting Date: 03/2010 | Instructions | Step1 | Step 2 | Step 3 | Step 4 | Review & Submit | Change Password | Help Desk | Log Out |

2.6 Historical Information

If historical documents have been uploaded for your country, you will be able to access them by
clicking the Historical information link on the Instructions screen. When the screen displays, click
the document name link to display the document.

National Committee on Foreign Medical Ed ion and Accreditation (NCFMEA) :{'.ﬁi,?.sp_?m“'c‘rj‘,,cf“E‘T_j,c'l_ﬂf:‘.._. all Arriscicans. //
‘

Meeting Date: 04/2012 | Instructions | Step 1 | Step 2 | Step 3 | Step 4 | Review & Submit |

Other Links
= OPE ED Home

« NCFMEA Home Page

Historical Information Documents
Click on the document link to view or download and save the file for your records
= NCFMEA Guidelines Transcript March 2007
o Wen (et Secretary's Letter March 2007
Secretary's Letter 2009

Meeting Date: 04/2012 | Instructions | Step 1 | Step 2 | Step 3 | Step 4 | Review & Submit |

10



2.7 Review and Submit Screen

Use the Review and Submit screen to submit your application. Your application is NOT submitted to
the Department of Education until you click on the Submit button. Once you have submitted your
application, you will no longer be able to update it.

If there are any questions to which you have not responded, you will not be able to submit your
application. The unanswered questions will be listed with a link to Step 2. You must also complete
Step 1 and Step 3 before you can submit.

-

Hational Committee on Foreign Medical Ed ion and Accreditation (NCFMEA) :S..D:Fff"‘“e‘n;,ﬁf\\E,‘iufﬁjf.'::r:. all _a\MM
‘

Meeting Date: 10/2012 | Instructions | Step1 | Step 2 | Step3 | Step 4 | Review & Submit |

Oihertink Review and Submit

e OPEED Home e
e HCFMEA Home Page

You must click on the “Submit” button to submit your report. You may generate a copy of your report at any time from item 2 below. Please review your report for
accuracy hefore submitting it. Once you have submitted, you will not be able to modify the report without contacting the Department of Education.
« HCFMEA Guidelines

s User Guide

1. Werify that you have corpleted all of the required sections.

You must complete Step 1 before submitting.

You must provide a resy for the following g i in Step 2 before submitting:

1. Current status of medical schools

2. Overview of accreditation activities

3. Laws and regulations

4. Btandards

5. Processes and procedures

6. Schedule of upcoming accreditation activities

You must complete Step 3 before submitting.
2. Display a printable file of your report in either PDF or HTWML format.

3. Click the "Submit" button to submit your report. A submission confirmation e-mail will be sent to the POC email address entered in Step 1.
Warning: After the repaort has been submitted, it will no longer be available for modification.
Please verify that all responses and supporting documents are in English before you submit. The report will not be evaluated if all responses and supporting d are not submitted in English.
Submit

When you click the Submit button, the application will be submitted to the Department and a
confirmation email will be sent to the point of contact email entered in Step 1. The following screen
will display.

-

National Committee on Foreign Medical Ed ion and Accreditation (NCFMEA) :“'_IS;“[_"“:’:“’:“"“‘QH’I“U“":‘Ei“c"““':

| OPE Home Page | NCFMEA Home Page | NCFMEA Guidelines | User Guide | Loy Qut

Your report has been successfully submitted

Ho further changes can be made.

Identifier: ALBANIA

Mame: Albania Medical C
Mahbu Dobi, Albania

Display a printable file of your report in POF or HTML format.

11




2.7 Display Application

You can display your application in PDF format by clicking on the Display a printable file of your
application in PDF format link on the Review and Submit screen. Once the PDF document
displays, you can save it for your records by clicking the Save a Copy button.

Adobe Acrobat Reader is required to view the file. To download a free copy, go to the Adobe Web
site.

You can also view your report on-line by clicking the HTML link.
2.8 After Submission

Once your application is submitted, a Department Analyst is assigned to review the application and
documents. Upon review, the Department may request additional information and/or supporting
documentation. Using the documentation provided by the country, the Analyst prepares an analysis of
the comparability of the country's standards to those used in the United States for accrediting medical
schools. A copy of the analysis is sent to the country for review and comment.

Once your application is submitted, it cannot be updated unless it is re-opened by Department staff.
If you login to the system after submitting, the following screen will display after you select your
meeting date from the Confirmation screen.

. : i A . IR U.S. Deps f Educa
National Committee on Foreign Medical Education and Accreditation (HCFMEA) Prdime E,',’ff","ef'“’,,“‘,m".'?"

Z=

| OPE Home Page | ASL Home Page | NACIQI | User Guide | Log Out

The submission is currently in Narrative Submit status.
No modifications can be made at this time.

Identifier: ALBANIA

Mame: Albania Medical C
Mabu Dabi, Albania

Meeting Date: 0372010

You may obtain a copy of your original submission for your record. Click on the link to download the
file.

= Original Submission

= Final Analysis Document Mot Available

» Final Staff Report Not Available

You may obtain a copy of your agency’s historical documents for your record. Click on the link to
download the file.
= Test historical

You may modify your contact information by clicking "Contact Information” below. It is important to
keep your contact information current.

[ Contact Information ]

e Click the Original Submission link to display your application in PDF format.

e |If the Final Analysis of your application has been completed, you will be able to click a link to
generate the Final Analysis Document and the Final Staff Report.

e If historical documents have been uploaded by Department staff, you will be able to view the
document by clicking on the link.

e If you would like to update your contact information, click the Contact Information button.

e Click the Log Out link to log out of the system.

12



3 Enter Your Response

After your application is submitted, it will be reviewed by Department staff. If they need additional
information, an email will be sent to the email addresses entered on the Step 1 — Contact Information
screen. When you log into the system, you will be allowed to enter a response to the remarks made
by Department staff and upload supporting documentation.

3.1 Resubmit Instructions

After you log into the system and select your meeting date from Confirmation screen, the Instructions
screen will display.

National Committee on Foreign Medical Ed fon and Accreditation (NCFMEA) :J‘_?.,?fpfm‘"cct,,”‘ Ei"““?" //
‘
Meeting Date: 0952012 | Instructions | Step1 | Step 2 | Step 3 | Review & Submit | Change Password | Help Desk | Log Out |
(i s Resubmit Instructions
« Draft Analysis This website is used to submit your repor. It is divided into steps that guide you through the process. -
in PDFE or HTML farmat
« OPE ED Home Type of Submission:  Update Report
NCFMEA Home Page Step 1 Review and update your country's contact information
* NCFMEA Guidelines Step 2 Enter a reponse for each section which the staff analysis indicates did not meet the requirements
« User Guide
Step 3 Upload English translations of supporting documents to verify each response you entered to the questions in Step 2 and to demonstrate application of the

process or procedurs, as approptiste. The files must be Adobe PDF (.pdf extension) files.

Review and Submit — Submit your report for review by the NCFWMEA,
After you have entered all of your responses to the questions and uploaded all supporting documents, you must use this page to subrmit your report ta the
Department of Education.
Once you submit your report, you cannot make any updates to it
The review of your report will not be started until after you submit it on this screen

Meeting Date: 09/2012 | Instructions | Step 1 | Step 2 | Step 3 | Review & Submit | Change Password | Help Desk| Log Qut |

The following links appear in the blue box on the left side of the screen. When you click a link, a new
browser window will open to display the page requested.

e Draft Analysis — Displays a Draft version of the Staff Analysis for the NCFMEA in PDF or
HTML format.

e OPE ED Home —Displays the Department of Education home page on the ed.gov web site.
e NCFMEA Home Page — Displays the NCFMEA home page on the ed.gov web site.

e NCFMEA Guidelines —Displays the NCFMEA guidelines for requesting a comparability
determination in PDF format.

e User Guide — Displays this document.

The Resubmit process has been divided into the following steps:

e To update your contact information, click the Step 1 link. Refer to Section 2.2 for more
information.
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e To enter your response to the remarks for each question, click the Step 2 link. Refer to the

following section for more information.

e To upload supporting documentation, click the Step 3 link. Refer to Section 2.4 for more

information.

e To submit your response, click the Review & Submit link. Refer to Section 2.6 for more

3.2

information. You must enter a response in Step 2 for each question, which Department staff
indicated they needed more information, before you can submit.

Resubmit Step 2

In Resubmit Step 2, you enter additional information for each question for which Department staff
requested additional information.

Mational Commitiee on Foreign Medical Education and Accreditation (NCFMEA)

U.S. Department of Education /
=

Meeting Date: 09/2009 | Instructions | Step1 | Step 2 | Step 3 | Revi & Submit | Ch Password | Help Desk| Log Out |

Other Links

Draft Analysis
OPE ED Home Step 2 — Written Response to the Draft Staff Analysis

Analyst's Request for Response

NCFMEA Home Page

The following table displays the sections for which the Department requests additional information
HCFMEA Guidelines

User Guide The analysis is marked "DRAFT." This "draft” report is being issued to you - and enly to you - at this time. If
wou choose to respond to the draft analysis. we will change the analysis to reflect the additional information.
The revised analysis will become the official analysis and will be the only document we send to the NCFMEA
committee.

Sections

PART 2: ACCREDITATION/APPROVAL STANDARDS

Section 4 2° Educational Program
PART 3: ACCREDITATION/APPROVAL PROCESSES AND PROCEDURES

Section 2- Qualifications of Evaluators. Decision-makers. Policy-makers

Meeting Date: 09/2009 | Instructions | Step 1 | Step 2 | Step 3 | Review & Submit | Change Password | Help Desk| Log Out |

Click the question link to display the staff remarks for that question and enter your response.

When the question link is clicked, the Narrative screen will display.

This screen displays:

The information entered on your original submission.

The supporting documents uploaded for this question.

Department staff remarks explaining what additional information is needed.
Any documents uploaded by Department staff.
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Sections Which

Did Not Meet Requirements Original Narrative: Section 2: Qualifications of Evaluators, Decision-makers, Policy-
Back makers
EE—HQ‘M The accreditation/approval process must use p and knowledgeable individuals, who
£fogram are qualified by experience and training in the basic or clinical sciences, for onsite evaluations
Part 3.Section 2: Qualifications of of medical schools, policy king, and decisi king
Evaluators, Decision-makers,
Policy-makers 1. What are your requirements regarding the qualification and training of the individuals who participate in

on-site evaluations of medical schools, the individuals who establish the accreditation/approval
standards for medical schools, and the individuals who decide whether a specific medical school
should be accredited/ approved? Please provide samples of training materials

part 3 sectinon 2

Document(s) for this Section
No Files Uploaded
Analyst Worksheet
Does not meet the requirement of this section.

Staff Analysis

test

There are no documents uploaded by the analyst.

Response: Section 2: Qualifications of Evaluators, Decision-makers, Policy-makers

agc
characters remaining o
Document(s) for to this section
No Files Uploaded
Meeting Date: 09/2009 | Instructions | Step1 | Step 2 | Step 3 | Review & Submit | Change Password | Help Desk | Log Qut |

Enter your response in English to the Analyst's remarks and click the Save button. Click a question
link on the left side of the page to display the Narrative screen for that question.

After you have finishing entering your responses and have uploaded any additional supporting
documentation, click the Review and Submit link to resubmit your application to the Department.
Once you have resubmitted your application, you will no longer be able to update it.
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